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Department of Human Resources
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-facilities in Georgia.
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16. Does the series contain c1a531f1ed information requlrlng security handllng? B e [} ii
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17. Does the series document policies and procedures of agency's operatlon or functlon? [] ;*i

T
18. Could the function be performed if the files were lost or destroyed? {  _“ - m []
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? EEE N
20. Does the record series pfgvide data as input to an EDP file? : 1] L
21. Does the record series contain documentation produced as EDP printout? [1 X
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2k, REQUIREMENTS. The following requires the files to be kept _ C years:

a.[JSTATE ©b.[]STATUTE OF c.[]AUDIT d.[]JFEDERAL  e.[]ADMINISTRATIVE f.[ JHISTORICAL
" LAW LIMITATION PERIOD LAW DECISION VALUE
(Cite Law, Statute, or other reason for the retention requirement)

See attached dispositions

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -[]CALENDAR YEAR -[YFISCAL YEAR -[]OTHER | ~ ,then:

A.[]Destroy immediately after cut off. ' .
"B.[]Hold in current files area month(s)/ . year(s), then:
1 {lDestroy.
2 []Transfer to records center; hold year(s), then:
-+ a []Destroy.
b []Transfer historical materlal to Archives;
destroy remainder.
3 []Destroy after audit (or year(s) after amdit).
C.[]JHold in current files area indefinitely.
D.[JHold in current files area year(s), then transfer to Archives permenently.
E.[]other .

(Indicate briefly rationale for recommendations above/or write additional remarks):
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DeJLpiption.

Food service reporting files. Documents reflecting
essential financial and operating data pertinent .
to hospital feeding and food operations. Included
are daily records of hospital food service opera-
tions, reports, and similar or related documents.

Hospital master menu files. Documents related to
the planning of nutritionally adequate meals for
patients on modified diets as well as regular diets.
Included are copies of hospital master menus and
similar or related documents.

»

Hospital ration accounting files. Documents
reflecting meals served and rations served each
day. Included are ration source data worksheets,
records of meals served, ration records, and
similar or related documents.

Hospital food supply files. Documents relating
to the control over receipt, storage, and issue
of food items and general food service supplies.
Included are food receipt and consumption
records, inventories of food on hand, requisitions
and invoices of food obtained from the commissary,
kitchen requisitions, and similar or related
documents.

Individual patient diet files. Documents pertaining
to dietary requirements of individual patients.
Included are dietary history records and similar
or related documents.

Diet therapy files. Documents used in providing
diet therapy to patients in hospitals. Included
are diet menu plans; food code worksheets; ward
diet rosters; early, late, or delayed tray
rosters; nourishment and forced fluid rosters;
food distribution charts; and similar or related
documents.

Modified diet statistics files. Documents
reflecting the number of diets served by category
each day. Included are modified diet records and
similar or related documents. '

Hospital food production files. Documents related to
processing meat and preparing items of food.
Included are cooks’ worksheets; food preparation
worksheets; meat processing records; and similar
or related documents.

A

Disposition

Office performing hospital
wide staff responsibility:
Destroy after 5 years.

Other offices: Destroy after
2 years.

Destroy after 1 year:

e

Destroy after 1 year, except
that ration source data work+
sheets will be destroyed
after 3 months.

Destroy after 1 year,

Destroy when patient is
released from the hospital.

Destroy after 3 months.

Destroy after 1 yeasn, ~.

~

Destroy after 3 months.
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Debeription
Recipe card files. Documents reflecting standardized
recipes for food preparation. Included are recipe
cards and similar or related documents. -

USDA Food distribution files. Documents reflecting

the receipt, disposal, and inventory of commodities.

Included are receipt and disbursements of funds
arising from operations of the distribution
program.

{THIS SHALL INCLUDE ALL RECORDS INCLUDING

COOKS WORKSHEETS WHICH PERTAIN TO SU-RPLUS
COMMODITIES)

Disposition

Destroy when superseded, obsolete,
or no longer needed for
reference.

Destroy 3 years after close
of Fedceral fiscal year to
which they pertain.




